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of information copies are listed under "cc" on the original and 
every copy. The distribution of the original and all other copies, 
however, is shown separately under the word "Distribution," and only 
on copies other than the original, the courtesy copy (if any), and 
information copies. Thus copies retained for record purposes show 
positively whether information addressees were listed on the orig- 
inal. Also, this format aids mail handling by showing unquestionably 
whether or not a courtesy copy is being furnished. 

To indicate the distribution of information copies, type "cc" in 
lower case flush with the left margin, two lines below the title of 
the signing official or the enclosure listing. List the informa- 
tion addressees in the following manner, indicating those to re- 
ceive enclosures : 

cc : Director of Security (with end.) 

Director of Logistics 

To show the distribution of the original and all other copies, type 
the word "Distribution" flush with the left margin, two spaces be- 
low the last information addressee. Immediately below "Distribution" 
list the original and copies in the following manner: 

Distribution: 

Orig. and 1 - Addressee 

1 - ms/rmd 

1 - c/MS (Chrono) 

Again — this information is not shown on the original, courtesy copy, 
or information copies. Paragraph 22 cites other rules governing 
when to show copy distribution information on originals and copies. 

68 . Originating Office Identification . "CTB/TR:EFGreen:rst/37^2 (23 
Jan. 5*0" as shown in Exhibit k denotes the originating office 
(CTB/TR), the originating official (EFGreen), the typist (rst), the 
originator's telephone extension if appropriate ( 37 *^ 2 ), and the date 
the memorandum was dictated (23 Jan. 5*0* Refer also to Paragraph 

23- 

69 . Defense Classification Markings . See Paragraph 2k. 
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